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CSTE-DTC-CG
SUBJECT: Policy Letter #9 - Sponsorship Program

element, soldier or civilian employee, and family members. Therefore, recognizing a deserving
sponsor is important.

4. Sponsors for incoming personnel will, at a minimum:

a. Send a welcome letter from the appropriate Commander or Director and a welcome
packet from ACS to the incoming soldier or civilian.

b. Make initial contact with the incoming soldier or civilian employee as soon as possible
upon appointment as sponsor.

c. Maintain sufficient contact to respond to the incoming individual's needs.

d. If the incoming soldier or civilian employee expects to take leave prior to his/her
arrival, obtain a leave telephone number or other means of contact.

e. Arrange for pickup and transportation of individual upon his/her arrival and obtain
appropriate billeting.

f. When possible, greet the incoming soldier or civilian employee and family members
upon arrival. Specifics should be worked out between the sponsor and the incoming soldier or
civilian employee.

g. Familiarize incoming soldier, civilian employee, and family members to the command
and community, including an early visit to ACS. This general orientation should be in addition
to the formal orientation briefings the new arrival receives during inprocessing.

h. Provide a copy of the CG Policy Letters and ensure they are read within 7 days of
arrival.

5. Please disseminate this policy to all members of the command, and post a copy on official
command bulletin boards.
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MARVIN K. McNAMARA
Brigadier General, USA
Commanding
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